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Requirements

In order to run and use DefTrack, certain minimum requirements of hardware, software,
and memory must be meet.

Hardware

DefTrack requires the following hardware:

• Apple Macintosh Quadra or later model
Macintosh computer or Mac OS compatible equivalent.

• Hard disk drive with at least 8MB free space.

• 13” monitor or larger - color preferred.

Software

DefTrack requires System 7.0 or later Apple System software

Try not to run DefTrack with Oracle client/server applications, because these programs
may cause DefTrack to run erratically.

Memory

DefTrack uses 6MB of RAM to run.
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Installing DefTrack

Obtaining DefTrack Software

A folder is available to all DefTrack administrators which contains the following
items – DefTrack application, a copy the Users Manual, a blank data file, org
codes and other important components of DefTrack.

To log on to the server:

Steps Administrators Action Only
1. Open Chooser
2. Select APPLESHARE
3. Select zone ARO
4. Select the ARO Database
5. In the log in window type in the name DTADMIN
6.

Notes

The password is ????
If you forgot the password call the ARO DefTrack Manager.

The name and password are case sensitive so capitalizing or not as indicated
is important.

7. Select DefTrack Administrators
8. Click on Okay and close your Chooser

Please take what you need and log off. Only one user at a time can log in
using the name DTADMIN. While you are logged in no one else can access
the information.

Installing the software

Steps Administrators Action Only
1. Remove the old DefTrack application, if present on your system,

application by dragging the icon into the Trash and selecting “Empty
Trash” from the Special menu.  THIS IS A NECESSARY STEP . . .
YOU REALLY WANT (AND NEED) TO DO THIS!

2. Drag the following files (ES&H DefTrack application and ReadMe
files) from the DefTrack administrators server into your ES&H
DefTrack folder.

3. Double click  the ES&H DefTrack  application icon.



Assurance Review Office, DefTrack 6.0.5 -3- February 17, 1999

Installing DefTrack, Continued
The following window will appear:

Steps Action
4. Click on the Administrator or Data Entry user type and log-on with

the correct password in the ReadMe file.

Click the OK button, while holding down the option key _.

A window similar to this will appear:
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Installing DefTrack, Continued

Steps Action
5.

Warning

Select your ES&H DefTrack.data  and click on the Open Data File
button.

Make sure that this is the data file you really want to open.
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Starting up DefTrack

Steps Action
1.

Warning

Double click on the DefTrack icon in your ES&H DefTrack folder.
(See example below.

 

Never, Never, Never open DefTrack by clicking on the datafile.
DefTrack remembers the last datafile it opened. If you have more than one
datafile you could inadvertently open the wrong datafile.
Always open DefTrack by clicking on the DefTrack application.

2.

Warning

Hints

Select Data Entry User or Administrator, then either Tab to or
click in the Password box.

Enter your password (It must be greater than 5 characters long)
and click OK. You should be now at the start-up screen.

The password is case sensitive. Make sure Upper is Upper and lower is
lower case.

To change to another data file  click OK while holding down the Option
key.

Have your DefTrack application and DefTrack data file in the same
folder. This will make  it easier for you to find  all the exported  item files
and MADS error files.
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Basics

How to Use DefTrack Menus

Before entering data into DefTrack, you should familiarize yourself with these 3 important
DefTrack menus View, Enter, and Select

View Menu

There are different kinds of data and record
formats in which you can enter and view data
in DefTrack. The View menu determines
which record type you will be working on.

Whether you are creating new records,
modifying existing records, sorting records,
deleting records, or searching for records, you
must designate what type of records you wish
to work with by using the View menu.

Once you have made your choice a predefined
listing of fields will appear.

Enter Menu

To create new records, modify records, or
delete records, go to View and choose the
correct record type and then go to the Enter
menu and choose your action.

You can only enter new Inspection Items
through the Inspections view.

You may delete or modify Inspection Items
through the Inspections or the Items view.
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Basics, Continued

Select Menu

The Selection menu allows you to search for
records, sort records, save subsets of searches,
produce search templates, and temporarily
create a listing of found items.

Selecting Items in a List

Click Single Click selects one item.

_-Click By holding down the command key while clicking, you can select multiple
items

Shift-Click By holding down the Shift key while clicking, you can select a range of items.
Click the first item hold down the shift key, and click the last item in the range
– all items in between will be selected.
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Changing Passwords

Background The best way to provide security for your database is to password
protected and change the password a couple times a year.

Steps Action
1. From the splash screen chose Access from the File menu.

 

The following window will appear:

Type in your password in your appropriate access level – Click OK.
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Changing Passwords, Continued

Steps Action
2.

To change your password click on Change Password or click on
Done to cancel your actions.

3.

Hint

Enter new password, try not to make your passwords to obvious i.e.
using your (name, kids name, date of birth, etc.) then click OK.

Remember to write down your password and put it in a safe place.

If you can’t remember your password you can download a fresh copy of
DefTrack from the DefTrack Administrators server and start fresh with the
default passwords.
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Changing Passwords, Continued

Steps Action
4.

Re-enter your password to confirm your original input – click OK.
Click Cancel if you do not want to discontinue this process.

5.
The following window appears:

Click OK.
6.

Click on Done if you are satisfied with your new password. If you
want to change your password again, click on Change Password.
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How to Add an ES&H Inspection

Use the procedure below to add data to an ES&H Inspection form.

Steps Action
1. Select Inspections from the View menu.

2.

Notes

Select New Records from the Enter menu.

A blank ES&H Inspection form, which includes the inspection date and the
ID number, will appear on the screen..



Assurance Review Office, DefTrack 6.0.5 -12- February 17, 1999

How to Add an ES&H Inspection, Continued

Steps Action
3. Do the following to enter the data provided by the inspection team:

•  Fill in the “Inspection Name.”
•  Tab to “   Inspection Type”     and make the appropriate selection from

the *“Choices for Inspection type” menu.
•  Double Click on Selection.

*Contact your DefTrack administrator if your choice does not match what is
on the list.
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How to Add an ES&H Inspection, Continued

Steps Action
4.

Notes

• Click or tab to “Inspection Team” and type the data provided.

  To enter an inspection item, Click on the “Add” button.

•  When the ES&H Inspection item form appears, fill-in all the fields
colored in white. If the item has a Status of complete,  fill-in the
fields colored in red also.

The  new item ID number automatically appears when you click on the
“Add” button.
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How to Add an ES&H Inspection, Continued

Steps Action
5.

Time
Saver

Notes

Warning

Click on the Accept button at the bottom of the screen to save the
data entered. A Dialog box will appear asking you if you want to
use the current date as the item date.

If the current date is correct click on the OK button to go on to the
new item input form. A new blank Items Add form will appear for
you to add additional item information.

If this is not the item date you want to use click on the Reject
button to input the correct date.

You can use the Recall button   to transfer all the data you inputted from
the previous record to the current record you’re in.

You may or may not have data to enter on page 2 (Verifications);
however, you will add more information after management review. At
that time, see the “      How to Modify Records    ” section in this guide.

Do not click on the cancel button. If you do, your data will be lost.
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How to Add an ES&H Inspection, Continued

Steps Action
6. When you no longer have any new item information to enter and

you are in a blank Items Add input form click the Cancel button. The
Inspections Add or Modify form will appear with all the information
you have inputted.

If no more changes are to be made, click on the Accept button to
bring up a new blank Inspection Add form. You may now add new
Inspection data or click on the Cancel button to end your session.

7.

Notes

If you choose the Cancel button a Dialog box will appear asking you
if you really want to delete the currently displayed inspection. If you
do, click OK.  if not click Cancel.

Write the computer-generated “Inspection ID” on the original, hand-
written ES&H inspection form.
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How to Modify Records

Modify Use the procedure below to modify (edit/change) ES&H Inspections
or Inspection Items.

Steps Action
1. Select the appropriate entry from the View menu.

2. Highlight the records  to be modified.

3. Select Modify Records from the Enter Menu.

4. Edit the appropriate fields.
5. To save the changes made, click the Accept button.
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How to Delete Records

Deleting from the enter
menu

Use the procedure below to delete records from the Enter menu.

Steps Action
1. Select the appropriate entry from the View menu to delete ES&H

Inspections or Inspection Items.

2. Highlight:
•  Records to be deleted.
•  Choose Delete Selection from the Enter menu. The dialog box

below will appear.

3.

Warning

Click on Delete to proceed with deletion or Cancel to cancel
deletion process.

Once you click on Delete the record is gone. You cannot undo.

Also, when deleting the Inspection record all of the associated items and
verifications will also be deleted.
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How to Delete Records, Continued

Deleting items  while
creating or modifying
Inspection records

Use the following procedure to delete items while creating a new
record or modifying an existing record from the Inspections
Modify or Add view. Note that the Delete button will be in the
active mode, from the ES&H Inspection Form only.

Steps Action
1. Highlight the item to be deleted and click on the delete button

. The following message will appear if you are in the ES&H
Inspection form:

Or if you are in the Inspection Item Verification Page the message
box will look like this:

2.

Warning

Click on Delete to proceed with deletion or Cancel to cancel
process.

Once you click Delete the record is gone. You cannot undo.
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How to Use Search

Search Editor Use the procedure below to search for records.

Steps Action
1. Choose Search from the Select menu.

DefTrack displays the “Search Editor.

2. Click on the field name you want to search in the “Available Fields”
area.

3. Click on a comparison operator in the “Comparisons” dialog box.
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How to Use Search, Continued

Steps Action
4.

Notes

Enter (type) the value to search for in the “Value” area.

In a text or alpha field, you can use the wild card character (@) at the end
and/or at the beginning of the value to request a “Begins with” or “Ends
with” search.

If the field you selected is associated with a Choice list, DefTrack displays
the list and prompts you to select a value. If the field is a Boolean field
(yes/no), DefTrack displays a pair of radio buttons.

5.

Notes

Warning

Click on one of the conjunction buttons (And, Or, Except) and
repeat steps 2–4 to create a compound search condition.

As you build the search condition, you can modify existing parts of the
condition by clicking in the area to be changed and selecting or typing a
new entry. You can move the search condition by choosing Clear from the
Edit menu. In a compound search condition, you can move one line of the
condition by choosing Cut from the Edit menu.

When you build a compound search, DefTrack evaluates the
conditions in the order in which they appear in the Search Editor
(i.e., from top to bottom). Therefore, there is no precedence among
the conjunctions. Thus, if you have used more than two simple
search conditions to build the compound condition, the order in
which you enter search conditions can affect the results of the
search.

6. To save the search condition so that it can be used later,

•  Click on the Save button.
•  Enter a file name in the create-file dialog box.  Note that it is

not necessary to save the search condition to perform the
search.

•  Click on OK to perform the search, or click on Cancel to quit the
Search Editor.

7. To Load the saved search condition,

•  Click on the Load button.
•  Highlight the search template you want to load.
•  Click on OK, the search parameters will be placed in the search

editor screen.
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How to Use Search, Continued

NOTE: The Save function saves the search criteria, not the data.  The Load function retrieves the
saved search criteria.
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How to Save/Restore the Current Selection

Background Save Current Selection... saves the selection that has been found
during a search or selections that have been made through Show
Subset. The items selected will be retained for the duration of your
session in DefTrack or until Save Selection is chosen again for this
view. You can recall the save selection by using the Restore
Selection, add to by using the Add Selection To Saved Set, Omit
Selection from Saved Set, or Omit Saved Set from Selection.

Save Current Selection: Do the following to Save Current Selection:

Steps Action
1. Select “All Inspection Items, Inspections, Item Priorities, or

Compliance Codelist” from the View menu, then perform a search to
narrow your selection or highlight the items you want to perform the
action on.

2. Choose Save Current Selection from the Select menu. The selection
is now saved to be reused.

Restore Selection: Do the following to Restore Selection:

Steps Action
1. Choose the Restore Selection from the Select menu. The

items/inspections that were last saved using the Save Current
Selection will be displayed.

Add Selection  To Saved
Set:

Do the following to Add Selection To Saved Set.:

Steps Action
1. Select “All Inspection Items, Inspections, Item Priorities, or

Compliance Codelist” from the View menu, then perform a search to
narrow your selection or highlight the items you want to perform the
action on.

2 Choose Show Subset from Select menu.
3 Choose Add Selection To Saved Set, from the Select menu. The

selection is now appended to the previously saved set.
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How to Save/Restore the Current Selection, Continued.

Omit Selection from
Saved Set:

Do the following to Omit Selection from Saved Set:

Steps Action
1. Choose Restore Selection from the Select menu.
2. Highlight the “All Inspection Items, Inspections, Item Priorities, or

Compliance Codelist” that you want to omit from the saved set.

3. Choose Show Subset from Select menu.
4. Choose Omit Selection from Saved Set from the Select menu. The

selection is now omitted from the saved set

Omit Saved Set from
Selection:

Do the following to Omit Saved Set from Selection:

Steps Action
1. Choose Omit Saved Set from Selection from the Select menu. This

will omit the items in the saved set from the current selection.
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How to Sort the Current Selection

Background Sort... reorders the current selection of records according to the
values in the database you specify.  This sort is temporary and
applies only to the current selection; it does not affect the order in
which records are stored.  Sort... is commonly used immediately
after a search and before printing reports or labels.

Procedure Do the following to sort a current selection:

Steps Action
1. Select the items to be sorted by either highlighting or searching.

2. Choose Sort from the Select menu. DefTrack displays the Sort Editor.

3. Click on the name of the field you want to sort on.

4. Click on the sort direction arrow at the end of the field name to
switch between ascending (up) or descending (down)
alphanumeric sort order.
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How to Sort the Current Selection, Continued

Steps Action
5.

Notes

Repeat steps 3 and 4, if necessary, to add secondary sort levels to
the list.  For each sort level, you can specify ascending or
descending order.

The sort order shown below requests a list of items sorted by compliance
code.

6.

Notes

Click on Order by

DefTrack sorts the current selection and displays the sorted list.
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How to Create a Quick Report and Add Fields

Create a Quick Report To make a Quick Report, choose Quick Report from the Report
menu, the following screen will appear:

Add fields Do the following to add fields to the Quick Report:

Steps Action
1.

Notes

If you want to see the related fields, click on the triangles in the Field
Selection box to display the related field.

Fields from related files may be added to the report, provided the
relationship is automatic.

2.

Notes

Drag the name of the field from the Field Selection box into the
column where the field is to be added and release the mouse button.

By default, DefTrack prints the field name(s) as column heads at the top of
each page in the Quick Report.
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How to Insert, Delete, and Size Columns

Insert columns Do the following to insert blank columns:

Steps Action
1. Select a new blank column location.

2.

Notes

Choose Add Column from the Edit menu.

DefTrack inserts a blank column to the left of the column selected.  A field
may then be assigned by dragging a field name into the empty column.

Delete columns When fields are specified for the Quick Report, columns can be
removed and placed elsewhere, or be deleted.  Do the following to
delete columns:

Steps Action
1.

Notes

Select the column(s) to be deleted.

The entire column must be selected (highlighted).

2. Choose Delete Column from the Edit menu.

Size columns Do the following to size/resize columns:

Steps Action
1. Highlight the column(s) to be resized.

2. Deselect the Automatic Width option.

3. Move the pointer over the column indicator in the column head to
change the pointer into a column-width cursor, as shown below.

4. Hold down the mouse button, and drag the column indicator to the
left or right to size the column.
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How to Insert, Delete, and Size columns,
Continued

Notes:  The Quick Report editor sizes columns automatically.  Each column
size is based on the maximum length of data displayed in the column and the
length of any labels typed in the column.  The Quick Report editor sizes
columns at the time the report is printed.

To view the widths of each column, preview the report on the screen.  Because
the Automatic Width changes the width of a column , based on the maximum
width of data in the records being printed, selecting different records can
change the size of the columns.

A column can be resized manually after the Automatic Width option is
turned off.  When a column is set manually, text in the column wraps with the
specified area.
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How to Specify/Change a Field From a Sort Order

Specify/ change a sort
order

Do the following to specify or change a sort order:

Steps Action
1.

Notes

Drag the field to be sorted to the Sort Order box or highlight the
field column to be sorted and click the sort check box in the Column
box.

When the mouse button is released, DefTrack displays the name of the field
in the Sort box.  To the right of the name is a small arrow, indicating an
ascending or descending order.

2. Click on the sort direction to sort the column in the descending or
ascending order.

3.

Notes

Perform step 1 again to specify secondary sort levels, if necessary.

When specifying multiple sort levels, DefTrack sorts the records on the first
field in the Sort field list, then on other fields in the order in which they
appear in the list.  For example, “Building” could be specified as the
primary Sort field, and “Location_in_bld” as the secondary Sort field.

Undo a sort order To undo a sort, highlight the column to be sorted and uncheck the
sort box.
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How to Insert Break Levels

Background In a Quick Report, break levels are set to separate or “break” records
into groups according to values in one or more sort fields.  At each
break level, a “break” is printed.  Summary calculations can be printed
in the “break” area.  The summary calculations—sum, average,
minimum, maximum, and count—are computed for each group of
records.

Break levels are determined by the sort levels and “break” rows.  For
example, if DefTrack is instructed to sort records by Item ID and Status
and to create a “break” row, a break is inserted between each group of
records that have the same Item ID and Status.  See the example below.

After a “break” row is added to the Quick Report, summary calculations
can be requested on each break.  For example, insert a summary
calculation in the “break” row to display subtotals for Item ID and
Status.

     Example    
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How to Insert Break Levels, Continued

Insert break levels Do the following to insert break levels:

Steps Action
1. Select the “Totals” (T) row.

2. Choose Add Break from the Edit menu.  DefTrack adds a “break”
row.

3.

Notes

Select an existing “break” row and choose Add Break from the Edit
menu to add other “break” rows, if necessary.

DefTrack adds a sequential number to each break label in the row label bar
(e.g., B1, B2, B3).

4.

Notes

Drag the name of the Sort field in the Sort box to the required
column to change the order of the sort, if necessary.

The new sort field assumes the level of the previous sort field.
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How to Add Headers, Footers, Page Numbers,
Time, and Date
Add headers/footers Do the following to add headers and footers:

Steps Action
1. Choose Headers and Footers from the File menu.

2. Select Header from the drop down menu box to input  the header
information.

3. Select Footer from the drop down menu box to input  the footer
information.

4. Select one of the six header and footer entries and type the text for
the header and footer.

5. Choose the appropriate entries from the Font Attributes to change
the fonts, size, justification, and style of the header and footer if
necessary.

Add page numbers, To add page numbers, time, or date to the Quick report, select the
time, and date appropriate entries from the drop down menu to the right of the Left,

Right, or Center justification boxes.

Or type in these codes:
• #P adds a sequential page number.
• #H adds the time of printing.
• #D adds the date of printing.
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How to Accept a Page Setup and Print a Quick
Report

Accept page setup Click on OK to accept the page setup if it is satisfactory and to return
to the Quick Report editor.

Print Quick Report Do the following to print a Quick Report:

Steps Action
1. Choose Print from the File menu, or click on the Print button at the

bottom of the screen.

2. Click on OK, then follow the standard DefTrack procedure for
printing and previewing the report.
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How to Save and Load a Quick Report Template

Helpful hints A Quick Report template includes specifications but no data. It may
be saved as a file to be opened from the Quick Report editor.  You
can maintain a library of Quick Report templates to use for different
purposes.

If you opened a particular template and did not save it, that
template will be displayed the next time you open the Quick Report
editor, provided you did not quit the application.

If you opened a particular template and did not save it, that
template will be displayed the next time you open the Quick Report
editor, provided you did not quit the application.

Create a folder to store templates; make the file names meaningful.

To save Do the following to save a Quick Report template:

Steps Action
1. Choose Save from the File menu.  DefTrack displays a create-file

dialog box.

2.

Notes

Enter a file name for the Quick Report and click on Save.

DefTrack saves the report as a file that can be opened with the Quick Report
editor.

Saving a report previously saved, replaces the old report.
When the Quick Report editor is open, a saved template may be loaded and
used to print a new report.  The same Quick Report template can be used
repeatedly to print a different selection of records.
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How to Save and Load a Quick Report Template,
Continued

To load Do the following to load a Quick Report template:

Steps Action
1. Choose Open from the File menu.  DefTrack displays an open-file

dialog box, which includes a list of available Quick Report templates
or folders.

2. Open the folder where the reports are stored.

3.

Notes

Select a file from the list and click on Open.

DefTrack replaces the current report template with the template opened
(selected).
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How to Export Data
There are a number of menu choices to export data out of DefTrack
(Item Transfer Export, Export to Directorate, ARO Only Export, ARO
Action Plan Export, ARO Only Export Resend, ARO Export
Synchronization, and Export Comments). Not all export choices will be
active for all User type passwords; i.e.,      Export Comments     can only be
used by the Special Guest and Administrator/Designer password to
export items out of DefTrack.

It is important to select the right Export menu choice when exporting
information out of DefTrack in order for the correct Header
information to be placed on the file.

The exported item files from any of the export commands will be
placed in the same folder as your DefTrack application.

Regular Export

Steps Action
1.

Notes

For a regular export from the (Items, Inspections, Verifications,
Compliance Code, or Priority) view, select Export from the file menu.

The following window will appear:

Click Export

Items 1, 2, and 3 will be created

If you want a copy of the Warning box with the Export statistics – click the
Print button.
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How to Export Data, Continued

Items Transfer Export Items Transfer Export is used to transfer items from one Directorate
Org_Code to another i.e.. Plant Operations PO-123456 to Lasers
LA-123456.

Steps Action
1. From the Splash screen, select Item Transfer Export... from the file

menu.

The following window will appear:

Click OK

This window will display every item in the datafile except for the
ones with a status of Transferred.

2. Highlight or search for the items that are to be transferred.

Once the items have been chosen, choose Show Subset from the
Select Menu.

3.

Notes

Choose Transfer Items from the Enter Menu to transfer the items
chosen or Cancel to cancel the process.

If you want to print a copy of the items being transferred, choose Print
Selection from the File Menu before you choose Transfer Items.
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How to Export Data, Continued
Steps Action

4.

Notes

Under the "Enter the Organization Code of the To directorate for
transfer" enter the Org_code of the directorate that you are
transferring to.

Tab to the next field and add any additional information after the
“transfer to” information.

Example: If your Org_code is EE and the directorate that you were
transferring to Org_code is TT then enter TT in the "Enter the
Organization Code....." box.

5.

Click  when done or  to cancel.
6

Notes

The above dialog box will appear indicating the number of items
being transfer. If this is correct, click on Export or Cancel to quit the
processed.

Org_code TransferItems1,2, and 3 will be created and you will be
returned to the splash screen.

If you want a copy of the Warning box with the Export statistics – click the
Print button.
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How to Export Data, Continued

Export to Directorate Export to Directorate is used by the Data Entry person to export all
the data in their DefTrack data file to the Administrator for an ARO
Roll-up.

Steps Data Entry User Action
1. From the splash screen, select Export to Directorate...from the file

menu.

2. Verify the information in the message box. If correct click on OK.

3. The Following dialog box will appear. If OK click on Export
otherwise click on Cancel.

3. Deliver created files (Dir.item1, 2, and 3 ) to your Administrator.
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How to Export Data, Continued.

ARO Only Export Do the following to export data to the Assurance Review Office for
the ARO monthly roll-up:

Steps Administrator Action Only
1. If you've imported information from your users, go to step 2. If not,

see section on How to Import Data.

2. From the splash screen, select ARO Only Export...from the file menu.

3. Verify the information in the message box, if correct click on OK.

4.

Select Create Roll Up Files, from the Enter Menu. A        MADS         check
will be performed on the items, if they pass the following dialog box
will appear:
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How to Export Data, Continued.

Steps Action
4.

Notes

Click on OK and the following dialog box will appear.

If the items did not pass the    MADS check    , you will be put in an Items
Error View to make corrections. After you have accepted the correction
you will have to start form step 2 again.

Org_code and the date of the roll-up file has been placed in front of the Item
numbers; i.e., DD.mm/dd/yyItem1.

A MADS error file will be place in  the same folder as your DefTrack
application. You may open this file with Simple text or any word processing
program to read a summary of the errors.

5. Place the files created (Org_code.dateitem 1, 2, and 3 files) on the  ARO
DefTrack Administrators server.
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How to Export Data, Continued.

Export Comments Do the following to export your comments data out of DefTrack:

Steps Special Guest and Administrator Action Only
1. From the splash screen go to the Enter menu and choose Export

Comments...

2.

The above dialog box will appear. If you want to continue, click OK
otherwise click Cancel.

When OK is chosen, a special file will be made containing all the
special comments you entered in your personal data file. The special
file has the file name Special prefixed with a date i.e..
Special.mm/dd/yy.

Warning You must export your special comments from your data file before
you delete it and before you load a new DefTrack data file. If you
don't you will lose all the special comments that you've entered.
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How to Export Data, Continued.

Archive Do the following to Archive closed data in DefTrack:

Steps Data Entry User and Administrator Action Only
1. From the splash screen select Archive.. from the File menu.

2.

A dialog box will appear indicating the number of records that will
be searched. If this is correct, click OK.

3. DefTrack will be searching for items with a status of either "Closed"
or "Transferred".  You will be  presented with a dialog box , at the
end of the search, that says, "Enter the item age in months".  The
default will come up as 2.

If a 2 is left in the dialog box, DefTrack will search for all items that
have had a status of "Closed" or "Transferred" for at least 2 months.
You  may put a number in the dialog box that is greater than 2 and
DefTrack will search for those items that have been "Closed" or
"Transferred" for however many months you specify.  If you enter a 0
or 1 in the dialog box, DefTrack will use the a default age of 2.

Click OK if you are satisfied with the “age” time period.

The following window will appear at the completion of the search
process.
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How to Export Data, Continued.

Steps Action
4.

The above view indicates all the items that can be archived to your
data file. You now have a choice to print the items shown, choose a
subset to be archived, or archive all the items shown.

To print Items choose the Print Selection from the File Menu.

To choose a subset, highlight the subset of items and click on the
Show Subset, then choose Archive items  from the Enter Menu.

To archive all items shown, choose Archive items from the Enter
Menu.

5.

If the message in the above dialog box is correct click on Export,
otherwise click on Cancel.



Assurance Review Office, DefTrack 6.0.5 -45- February 17, 1999

How to Import Data

There are a number of menu choices to import data into the
DefTrack.data file (Import, Item Transfer Import, Import Comments,
and ARO Import). Not all import choices will be active for all User
type passwords; i.e., ARO Import can only be used by the Assurance
Review Office password to import items that have been exported using
ARO Only Export.

It is important to select the right Import menu choice when importing
information into your Data file. The various Import menu choices look
for specific header information in your Export files. If the header
information is incorrect, the import will not take place and an error
message will appear.

Import Use this Import choice to Import files that were Exported using these
menu export choices      Export to Directorate       ,         Export,    and       Archive
export items.

Notes: Make sure you are in the  right view  before you import  the data
example:  if  you are importing  the  compliance codes, you should be in the
compliance code view.

Steps Action
1. From the splash screen, select Import to import data from the file

menu.

The following window will appear:

Click Import
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How to Import Data, Continued

Steps Action
2. The following window will appear:

Click OK

3. A similar Dialog box will appear:

Select Item1 and click on Open to import data. All Items 1, 2, and 3
will be imported into DefTrack.
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How to Import Data, Continued

Item Transfer Import Use this Import choice to Import files that were Exported using the
Item Transfer Export menu choice.

Steps Action
1. From the splash screen, select Item Transfer Import  to import data

from the file menu.

The following window will appear:

Click Import.

The following window will appear:

Click OK
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How to Import Data, Continued

Steps Action
2.

Notes

Highlight the org_code.TransferItem that you want to import into
your data file and click Open.

You do not have to highlight all three transfer Item files, just one will do.

3.

Select the organization code that you want your files named on
import by clicking the radio buttons.  The first radio button is the
organization code that the sender named the files, the second button
is the organization code in your machine, and the third is left blank
for you to input an organization code of your choice.

If you want the appended transfer information imported into the
action field, leave the Auto Append to Action Field box checked. If
you do not want the transfer information to be appended to the
action field, uncheck the Auto Append to Action Field box.

Once you've selected the organization code, click Import or Cancel
to end the process.
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How to Import Data, Continued

Steps Action
4.

Look over the dialog box. If everything meets with your approval
click OK or Cancel to end the process

You will be returned to the splash screen at the end of the importing
process.
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How to Import Data, Continued

Import Comments This import procedure is used to import items that have been
exported using      Export Comments    . Both the Import/Export
Comments choices can only be accessed by the Special Guest,
Administrator and Designer only passwords.

Steps Action for Special Guest, Admin., and Designer Only
1. From the Splash screen choose Import Comments.. from the Enter

Menu.

2.

Click OK.

3.

Choose the correct Special file and click Open. The import procedure
will begin and you will be returned to the splash screen at the end of
the process.

Cancel will stop the process and return you to the splash screen.



Assurance Review Office, DefTrack 6.0.5 -51- February 17, 1999

How to Archive Delete

Archive Delete Do the following to delete Archive data in DefTrack:

Steps Action
1. From the splash screen select Archive Delete.. from the File menu.

2.

A dialog box will appear indicating the number of records that will
be searched. If this is correct, click OK.

3. DefTrack will be searching for items with a status of Archive that
have been archived for at least 2 months. You will be presented with
either a dialog box, at the end of the search, that says, “There are no
qualifying Archive items to Delete!”

Click OK .

Or the following window will appear at the completion of the search
process.
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How to Archive Delete, Continued.

Steps Action
4.

The above view indicates all the Archive items that can be deleted
from your data file. You now have a choice to print the items shown,
choose a subset to be deleted, or delete all the items shown.

To print Items select the Print Selection from the File menu.

To choose a subset, highlight the subset of items and click on the
Show Subset, then choose Delete Archive Items  from the Enter
menu.

To delete all items shown, choose Delete Archive Items from the
Enter menu.

5.

If the message in the above dialog box is correct click on OK,
otherwise click on Cancel.
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How to Archive Delete, Continued.

Steps Action
6. When you click on OK, the items selected will be deleted from the

database and 3 items files of deleted items will be exported.

You will be returned to the splash screen at the end of the export.
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How to Use Show Items Features

Procedure Use the  following procedure to display items from the Inspection
view or from the Compliance view.

Steps Action
1. Choose Inspections from the View menu.

2. Highlight the Inspections or Compliance Code to display the Items
associated with it.
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How to Use Show Items Features, Continued

Steps Action
3. Select Show Items from the Select menu.

The following window will appear displaying all the items from the
chosen Inspection(s) or Compliance Code(s).

4. You can now (if you have the proper access) modify, delete, perform
global updates, browse and add special comments.
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How to Use Show Inspections Feature

Procedure Use the  following procedure to display Inspection(s) from the Items
view.

Steps Action
1. Choose the Items from the View menu.

2. Highlight the Item(s) to display the Inspection(s) that are associated
with it.
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How to Use Show Inspections Feature, Continued

Steps Action
3. Select Show Inspections from the Select menu.

The following window will appear displaying all the Inspection(s)
from the chosen Item(s).

4. You can now (if you have the proper access) modify, delete, perform
global updates, browse and add special comments.
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Quick Export
Export DefTrack Data  to other applications
Background Quick Export is a quick and easy way to export DefTrack

information, in a Tab delimited format, to other applications such as
a word processing program, spreadsheet, or another database
program.

Steps Action
1. Perform a search to find the information that you want to export out

of DefTrack.

2. When the search is complete go to the Report menu and choose
Quick Export.

3.

• Add - Adds the Highlighted item.
• Insert - Inserts the Highlighted item.
• Delete - Deletes the Highlighted item in the Field export box.
• Summarize - Produces a count of selected items.
• Export - Exports all the selected item fields.



Assurance Review Office, DefTrack 6.0.5 -59- February 17, 1999

Quick Export, Continued
Steps Action

4. When finished Adding or Inserting fields, click on the Export or
Summarize Button.

5.

Give your export file a name in the Save as: dialog box, click Save to
export file.

Your file will be exported to the location you specified.

6. Open the exported file in Excel or Word.

Export  Summarize 



Assurance Review Office, DefTrack 6.0.5 -60- February 17, 1999

How to Use the Global Update Features

Background Global Update is used to globally modify selected
Item(s)/Inspection(s) field(s).

Warning Make sure you really want to make global changes to your
database. There is no “UNDO”. If you do want to proceed, make a
backup of your data file before starting up the DefTrack
application.

Steps
1. Select the appropriate entry from the View menu.

2. Highlight the records to be modified or perform a search to narrow
down the record set to be modified.
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How to Use the Global Update Features, Continued

Steps Action
3. Select Global Updates... from the Enter menu.

Depending on which view you choose the Inspection or the Items
global change view will be displayed.

Global Items View:
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How to Use the Global Update Features, Continued

Global Inspections View:

Steps Action
4.

Note

Note

Highlight the field, in the Field Selection Window, that you want to
globally change. You are only allowed to change one field at a time.

Input the change(s) in the Input Window.

To replace/insert/append data in the selected field with the
information in the Input Window click on Replace, Insert, or
Append button depending on what action you want to take.

You will not be able to use  “Closed”  in the [Items]Status field.

To apply the change click on the Apply Change button otherwise
click on Done to exit the process.

You may click on Done at any time to end the process.

Replace - Replaces all the new data in the selected field.

Insert - Inserts the new data before the old data in the selected field.

Append - Appends the new data after the old data in the selected field
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How to Use the Global Update Features, Continued

Steps Action
5. If you have more changes to make in the present view and selection

redo step 4, otherwise click on Done.

You will be returned to the either the Inspections or the Items view,
depending on which view you selected in step 1.

You may now select different records to globally change within your
present view or change views and select a new record set to globally
change.

If there are no other changes to be made, click on Done to be
returned to the splash screen.

Global unique string change:

To perform a global change of a unique string of characters, in a
specific field, perform the following:

Check the edit radio button.

Input the unique string you want to change in the Old box.

Input the new unique character string in the Replace box.

Click Apply Change.
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How to Use the Global Update Features, Continued

The Item Responsibility and Manager fields can be changed globally from the
Items view by using the Apply Mgr-Responsibility command.

Steps Action
1. Find and select the Items with the manager or responsible fields you

wish to globally change.
2. Choose Apply Mgr-Responsibility from the Enter menu.

3. A Dialog window similar to the following will appear:

Click OK if the number of records displayed are correct or click
Cancel if you do not want to continue..

The following Dialog box will appear requesting you to fill-one or both of the
boxes.
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How to Use the Global Update Features, Continued

4. Fill-in the Manager or Responsibility field with the correct
individuals name, click Apply Change to globally change the
information on all the select item(s).
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How to Back Up the Data Base and Monthly Roll Ups

Backup of Data base Your DefTrack data base file (see icon below) should be backed up as
you would any other important file on your computer.

Although you can reinstall the application with your original ES&H
DefTrack applications, data files would be time-consuming to
reconstruct.  Valuable data could be lost if you have a problem with
your computer or hard disk.

How to back up the DefTrack data base file depends on your
individual system configuration and the size of your data file.  Because
data files tend to get large, it is recommended that you back up your
data files onto a tape drive or removable hard disk, a file server, or a
second hard disk drive.

You should do a backup every time you add a significant amount of
data, or at least weekly.  You should also do a backup before making
any major change or update to your system, or of DefTrack-related
applications.

Monthly roll ups After completing your Directorate’s monthly roll up, make a backup
copy of the file before sending it electronically or by disk to the ARO.
It is recommended that you keep the monthly backups for at least one
calendar or fiscal year (whichever comes last) in case the transmitted
file is lost or damaged.

Again, how you create a backup copy depends on the size of the file
and your system configuration.
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Add to Roll Up...

Add to Roll Up Do the following to add items to the ARO Only Export file:

Steps Administrator Action Only
1. If you've imported information from your users, go to step 2. If not,

see section on How to Import Data.

2. From the splash screen, select ARO Only Export...from the file menu.

3. Verify the information in the message box, if correct click on OK.

4.

Select Add To Roll Up..., from the Select Menu.
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Add To Roll Up..., Continued.

Steps Action
5. The following window appears displaying the all the items that can

be added to the Roll Up file. Select the items you want to add to the
roll up file, select Show Subset, and then click on the Add to Roll Up
button. The selected items will now be added to your roll up file.

Continue with steps 3-5 in the ARO Only Export procedure.
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Recordless Roll up

Background Perform the following to produce a recordless roll up to the
Assurance Review Office:

Steps Administrator Action Only
1. If you've imported information from your users, go to step 2. If not,

see section on How to Import Data.

2. From the splash screen, select ARO Only Export... from the File
menu.

3. Verify the information in the message box, if correct click on OK.

4.
The following Dialog box will indicate that there are no items to be
rolled up.

Select Recordless Roll Up, from the Enter Menu.
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Recordless Roll up, Continued.

Steps Action
5.

Click on Export to create the item 1,2, and 3 files for your recordless
roll up.

6. Deliver the files created (Org_code.dateitem 1, 2, and 3 files) to
ARO.
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Multiple Files Import

Background To import multiple user files use the procedure Multiple Users in the
DBA utilities menu - File/DBA utilities/Import/Multiple Users.

Steps Administrator  Action Only
1. Before you begin importing your multiple Dir.item1 or Dir.item2 or

Dir/item3 files you must add a set number in front of the Dir prefix.
For example if you had 2 sets Dir files, you would add 1 to the first set
and 2 to the second set of Dir files.

2. Launch the DefTrack application.

3. From the splash screen click on the File menu and highlight DBA
utilities.

4. When in the DBA utilities window, click on Import and highlight
Multiple users...

and the following window will appear.
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Multiple Files Import, Continued

Steps Action
5 Click on Import and the following window will appear asking you

how many sets of Dir files are you importing.

Fill in the number of sets and click OK.
6.

Click OK.
7.

Highlight the first item and click on Open to import all items or
Cancel to discontinue the process.
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Merge Inspections
Merge Inspections

Background When you need to merge multiple inspections, use the Merge
Inspections command. Merge inspections performs an internal
transfer of items from one inspection to the other.

Steps Administrator Action Only
1. From the Splash Screen click on the File menu and highlight DBA

utilities.

2. When in the DBA utilities window, click on Utilities and highlight
Merge Inspections.

A window containing all your inspections will appear.

3. Select the Inspections that you want to merge, either by performing a
search or highlighting the inspections.

Make  sure you have performed a Show Subset from the Select
menu before you go to the next step.

4. Now that you have selected the Inspections you want to merge go to
Enter/Merge Inspections...
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Merge Inspections, Continued

Steps Action
5 The following window will appear asking you to choose the

Inspection that will be the receiver of the items.

Two boxes will be displayed with inspection id’s. The top box
contains the inspection id of the receiving inspection and the bottom
box contains a pop down list of selected Inspections.

6. Click in the bottom box to choose the Inspection that you want to
merge your Inspections into.

7. The top box will now display the receiving Inspection.

Click OK.
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Merge Inspections, Continued

Steps Action
8. The Following dialog box appears:

Click OK to merge the Inspections  or Cancel to discontinue the
merge process.

9. When the merge process is complete you will be sent back to the
Splash Screen.
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Organization Codes

Background Each Directorate has been assigned a 2 to 4 letter Organization Code by the
Assurance Review Office (ARO) to generate unique alphanumeric identifiers
for Inspection and Item Id’s, so that upon roll-up to the ARO’s Institutional
DefTrack database all the Inspections and Items from the Institution can be
uniquely identified.

If a given Directorate decides to delegate tracking responsibilities to other
organizations within their Directorate, each of those organizations must have a
unique 1 to 7 character sub-node Organization code assigned to it.

Example

• ARO assigned Organization Code ALPH to Directorate ABC. The Inspection
Id would be displayed like this iALPH-0000001.

• ABC Directorate assigns tracking responsibilities to Group XYZ and gives
them a sub-node of BET. The Inspection Id for Group XYZ would be a
combination of the Parent organization and the Child group and would be
displayed like this iALPH.BET-0000001.

Steps Administrators Action Only
Adding Org
Codes

1. To add a new organization Org code go to File/DBA Utilities.
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Organization Codes, Continued

Steps Action
2. When you are in the DBA Splash Screen go to Utilities/Default

Organization.

A window similar to this will appear:
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Organization Codes, Continued

Steps Action
3. Go to Enter/New Records to enter in a new Organization code.

4.

Fill in the Org_ode Field, the other fields are optional. Then click
the Accept button to save the data.

5.

Click Yes to create another Org_Code or click No to exit this
dialog box.
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Organization Codes, Continued

Steps Action
Selecting the
Default
Org_Code

6. Highlight the Organization code to be set into the datafile, then
click the Select button.

7.

Notes

From the DBA Splash Screen go to File/Return to Main Menu to be
returned to the Main Menu Splash Screen

If you have added a new organization code to your Users datafiles, make
sure you add this same Org_Code to your own datafile so you have a
record of all the codes within your Organization.
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Organization Codes, Continued

Steps Action
Modifying
Organization
Codes

1. From the Splash Screen go View/Organizations.

2. When the Organization View window appears highlight the
Org_code to be modified.
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Organization Codes, Continued

Steps Action
3. Go to Enter/Modify Records.

4. Make your modifications in the following window:

Click the Accept button to accept the modifications.

5. You may make more modifications when you are returned to the
Organizations view.

If you are finished making modifications click the Done button.
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Organization Codes, Continued

Steps Action
Deleting
Organization
Codes

1. From the Splash Screen go View/Organizations.

2. When the Organization View window appears highlight the
Org_code to be deleted.
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Organization Codes, Continued

Steps Action
3. Go to Enter/Delete Selection.

4. This dialog box will be displayed if you choose an Organization
code that is being used in your datafile. You can not  delete
organization codes that are presently being used in your datafile.

Click OK.

5. This warning dialog box will appear to let you know that you are
about to delete a record.

Click OK to continue the process or Cancel to discontinue the
process.
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How to Use the Special Guest Features
Use the  procedure to add special comments (Date, Comments, and Name) to Inspections.

Steps Special Guest, Admin, and Designer Action Only
1. Select the appropriate entry from the View menu.

2. Highlight the records to be modified.

3. Select Special Modify Records from the Enter menu.

4. Go to page S3 for Inspections or go to page S 3 for items and Edit the
appropriate fields.  See the Special layouts on the following page.

5. To save the changes entered, click on Accept after all changes have
been made to the records.
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How to Use the Special Guest Features, Continued

Special Inspection Layout:

Special Item Layout:
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How to Use the Special Guest Features, Continued

Procedure Use this procedure to do a Special Global Update.

Steps Special Guest, Admin, and Designer Action Only
1. Select the appropriate entry from the View menu.

2. Highlight the records to be modified.

3. Select Special Global Update from the Enter  menu.

4.

If the message is OK click OK otherwise click Cancel.
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How to Use the Special Guest Features, Continued

Special Global Item Layout:

Special Global Inspection Layout:
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How to Use the Special Guest Features, Continued

Steps Special Guest, Admin, and Designer Action Only
5.

Input the data that you want to globally add or append or insert.

When done click on Apply Changes.
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How to Export Special Guest Data

Export Comments Do the following to export your comments data out of DefTrack:

Steps Special Guest, Admin, and Designer Action Only
1. From the splash screen go to the Enter menu and choose Export

Comments...

2.

The above dialog box will appear. If you want to continue click OK
otherwise click Cancel.

On OK a special file will be made containing all the special
comments you entered in your personal data file. The special file
have the file name Special prefixed with a date i.e..
Special.mm/dd/yy.

Warning: You must export your special comments from your data file before you
delete it and before you load a new DefTrack data file. If you don't you
will lose all of your special comments that you've entered.
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How to Import Special Guest Data

Import Comments This import procedure is used to import items that have been
exported using Export Comments. Both the Import/Export
Comments choices can only be accessed by the Special Guest,
Administrator and Designer only passwords.

Steps Action for Special Guest, Admin., and Designer Only
1. From the Splash screen choose Import Comments.. from the Enter

menu.

2.

Click OK.

3.

Choose the correct Special file and click Open. The import procedure
will begin and you will be returned to the splash screen at the end of
the process.

Cancel will stop the process and return you to the splash screen.
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